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1. UGENERAL

*his notice anmounces s program ¢ ensure the timely submission of
Fitness Reports and modifies the instructions for preparing Fors 35,
Fitness Report, or the memoreshm swbmitied in lieu thereof.

2. NOTICE OF FIINESS KEPORYS DUE AND DELINQUENT

4. The Director of Persomnsl will provide Opsrating Officials vita
sonthly rosters of those employees whoss Fitmess Reports are due

in 49 days.

. Amusl Pitness Reports will be considered de if they aw not
mmumpm:unmmumom« ‘Pexrsommel ty the

due dates shown in the Scweduls for Sibuiswica of Arousl Rejports,
which is included in the "Directions for Completing Form b5, Pitness
Report.” An employee's iaitigl Pitness Report will be considered
delinquent 1f 1t is not received tew months sfter his entrarce on duty

2. ‘he Director of Personnel wiil provide Opersting Officials 'rith
sonthly rosters of individuals whose Fitness Reports are de inquent
with an indication of the léngth of time each report is ovedue.
in addition, the Director of Persommel will report dnlinqwmiu ot
sore than 60 days 40 the Deputy Director concerned. 'rhcnq:mty
pivector of Central Intelligmmce will be informed concerning
ﬂmuuyu'tlmchmmmmmwm

. 3. KEASSTIRMKNT KKPORTS

It 1is especially importent $he$ Fif
upon the reassigoment of ew
ficult to £111 » gap in the
mance once he and his supery: :
reassigmment reports obvis

vhich becoms due within® wm ',9:; dm

4. mmmormm
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3 April 1963

5.

In evaluating both performance of specific duties and overall -
performance, the supervisor shall use a single rating letter {a:ﬂ*””*“
without the addition of decimals, plus or minus signs, or other
modifications.

When an employee's overall performance is rated "Outstanding” the
supervisor shall state in an attachment to Form 45 whether additional
special recognition is warranted and, if 80, the form of recogni-
tion being accorded or contemplated.

In completing Section C of Form 45, full narrative comments should
be made on each appropriate element. The narrative comments may -
include reference to a specific duty. Statements such as "no
change from previous report” shall not be used.

Whenever & memorandum is submitted in lieu of Form U5 for an
employee in grade GS-14 or above, care must be taken to ensure
that the memorandum observes the basic purposes of a Fitness
Report. It must contain the identifying information required

in Section A of Form 45, a general description of the duties per-
formed, and one rating, from among those defined in Section B of (EF;“‘
Form 45, to describe the employee's overall performance in his
current position. It must also bear the signature of the super-
visor and the reviewing official, and must either be signed by
the employee or contain an explanation for the absence of his
signature.

RESPONSIBILITIES

Operating Officials are responsible for bringing this notice to the
attention of all supervisors under their jurisdiction and for ensuring
compliance with these instruction.
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FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

% - -

L. K. WHITE
Deputy Director
 (swere)
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